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Creating an Automatic Email List for Your Class

Using Banner Web, faculty can autometicaly create aclassemail list for each active classtaught. Email ligsare
linked to a specific class and term. Therefore, anew list must be crested each semester. The automated email lists
dlows an ingructor to send mass email to every student enrolled in aspecific class. Once activated, the class emall
will be ready for use in approximately 24 hours. Follow the stepsin this handout to creste your class emall list.

to another address.

Note: Classemall ligsusethe studentsofficid MSU email address (netid@msstate.edu) to send
emails. Studentscan chooseto usethe netid@msstate.edu address or forward thisto another
email address. MSU prefers students use their netid@msstate.edu and not forward their email

Lo

Once you have logged into Banner Web , sdect Faculty/Departmental User Menu. Onthe

Faculty/Departmental User Menu page, find the Email List section in the lower right corner.
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2. Choosethe current Ter m and gppropriate Campususing the drop-down ligs. Click Submit Query

to continue.
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3. A ligting of current courseswill appear. Tocresteanew emall ligt for aclass, click CreateEmail Ligt in
therow corresponding to your chosenclass.

Fall Semeaster 2001
Campus - Starkville

Instructar John Doa
Instructor [0 123000
CRN iSubiect Course SC| CourseTitle  |Enroll Email List Name Default Select
a1440| ©3 BI00 |07 |Research / Thesis 1 i Em
__m:;-l TS | 8080 |07 [Directed PrajectCs | 4 |
Cs | 8243 [of [Scftar Specification| 18 ¢

0000 |07 [Research / Diss 1 |[Craata EmalLict

By
31480

4. Enter your email addressinthe List M anager : text box. Check Post sothat you can send mail to your
lig; check Receivetorecaiveany mal senttothisligt. Caution: Confirmthat your emall addressis
entered correctly at thistime!

The Other ssectionisfor you to add up to three Other sthat can ad youin managingthislis suchasa
Teaching Assgant. Also, if youwill beposting messagesto your dasslist from another emall address,
you need to enter your second email addressintheOther ssection. Besureto set their Post and
Receiveoptionsasgppropriate. Confirmthat theemail addressesinthe Otherssection areentered
correctly.

If you want your studentsto send messagesto thislist, be sureto check that option. Check default
valuesif youwant to retain your choicesinthecregtion of email listsfor other availabledasses Click
CreateLig tocontinue.

Email List Mame : cs8242-01 fall 200 1@ ourses msstate adu

Email Address Fost Receive
* Lisk Manager © |iohndosra. mestate, 2du Enter Email Here 2 [ “\-..‘_ SEIth
Others ; [lpachermssistani@mestate edu ERter Others Emall Here 7 ¥ /Dptlnns
| @) | im

[ r r

tuden
Check this Box if you want Students 1o be able to Post to the list: S u : t
Check this Box to set thege as your dafault values: =] 9] pllnn

Default Values /
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5' On then@(tg:rw‘l’ you gm'd ra:evea L= Thea folboawing class emal isthas bean created
rrws milatOtmfdlwl rgtm m' rrT]S MOTE Al students who as e sterad in s class ad whose emal addresses as oarenlly
ST . N Earner vall gutnmancaky becoms mambers of tha bst
your d assema l l Is‘- Crwl On aﬂ thed & YERY IMPORTANT: This kst will notbe availabie far use urtl the first day afer it is created
emall address Theemal lis addresswill :
Alsi, T s vall be upclansd mghtly, S0 ary upsdatas 1o the s end ey eckd lorsripdanes
fdlaNtmfG’rna ol sudent emal sddreszes in Bamer will nol b available ungl o i g day
. Terim Fall Sarmacter 20071
cour se#t-section.semester @cour ses.msstate.edu |campus - Sl Class Email Address
Instrucior : John Doa
H : Course : o Y et ]
Notethat split-level coursesusetwo emall A Bt s o <201 9201 | geuroms TSI
listss— onefor undergraduate and onefor
graduate (individualy created). Click Back to , T,
returntoyour dasslisting. e e b
6. Toreview alist of your active students, click the CRN number corresponding to therow of your

new email list. Remind studentsthat emailsare sent to their netid@msstate.edu addressand itis
their respongbility to ectivate their official student email address.

Fall Semester 2001
Campus - Starkvilie
Instrustar John Doe
Instructor 1D 123 xm0m

CRM Bubject Course SC|  Course Tie  Enrell Emall List Mame [Brefauit
41440 C5 [ 8000 (07 Research/Thesis || 1 reate £ |
i 8030 |07 Directed FrajactCa| 4 [
|| 8243 |01 [Softar Specification| 16 |csB243-01.1a setare.adul W
D000 |07 Fegearch/Oiss 1 Crels En |
Select To View List of Students
Fall Sermester 2001

Campus - Starkville
Instrictor | John Dos
Instructor ID 123000

Course 3 B242 Section
NetiD Ic Mame Email Address |h\ralid Email
jad123 A56X00E | Doe. Jack A, jad1Z3Emastate.adu |
jad124 Faduxxxxx | Dos, Jane A jad1 Z3d@mssiaie aoy|
jad125 10100k | Doe, Josh A, jad125 @mssiateadu |

7. Youmay edit or changeyour classemall list options (or removethe
list dtogether) by repeating geps 1 and 2 inthishandout, then Update List | Delete List
choosing theemall addressyou wishto modify. Onceyou havemade
your changes, chooseeither UpdateList or DeleteList.

8. If finished with your session, be sure to select Exit to logout of Banner Web.

Contact Information:
Voice 325-0631 E-mal: hdpdesk@msstate.edu Web: www.itsmsstate.edu

A publication of User Services, adivision of Information Technology Services, Mississippi State University. ko8







